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Do Your 2003-2004 Insurance Open Enroliment In Your
Employee Self-Service Account!
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Open Enroliment on-line is quick and
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simple!
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Go to the Employee Self-Service
Gateway Page at

MDCS Home | Site Map | Contact MDCS

www.michigan.qgov/selfserv
and click on

MDCS Quick Links
=Mlichigan Ernployee
Self Serwvice Gateway

=State of Michigan
Wacancy Postings

Michigan Employee Self-Service Gateway

Access your account from anywhere! It's
safe and secure.. see the Cluick
Reference Guide or Tutorial to get started!

Password
Electronic Pay Earnings Staternents

QUESTIONS?
System status - check the message board
Efror in your acoount? - contact your HR ofiice

=MDCS Forms

= State of Michigan
Warkforce Reports

= Datroit Regional
Office

=5029 Exam
Scheduler
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Employee Self
Service

User assistance - email us at HRMM-SSer- Support@Emichigan. goy.

[Helnful Information

[&] pore

N[ EE

[ [ | @ mntemet

A log in screen appears.

Enter Network Password

For User Name enter a lower case h and
your seven-digit employee ID number

(Example: h1234567). If you have a six-
digit number, add a zero after the h.

Fleaze tvpe vour uzer name and password.

Site:

Realm

230, ghate. mi. us

LGl Lawson

(Example: h0123456).

\ Uszer Mame IhD‘l 23456

Then enter your Self Service password in ™=y, . .
all lower case. Click OK. This will take you _
to your personal self-service site.

WARNING! Do not check the box to

[ Save this password in pour password list

Cancel |

save your password in your password list!

When your Self Service
Welcome screen appears, click
the EMPLOYEE button at the
top of the screen.

Daily Message: Welceme To The Lawson Information Office.

[&]Done
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Your Benefits menu appears to the
left side of the screen.

Select Benefits Enroliment.
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Employee Manager Web Sites Questions or Suggestions?
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Your Employee Self Service Main
Menu appears to the left side of the
screen.

Select Benefits.
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w, Welcome

Your Name Here

Welcome to self-service open enrollment for fiscal year 2003-2004.  Eligible open enrcllment
changes can be made threugh self-service August 17 — September 5, 2003, The process is
considered complete when you are asked if you want to print a confirmation statement.  If you quit
prior to that, the benefit changes you selected will not he recorded.  Your new benefit
elections will become effective October 12, 2003,

Please be sure to read all instructions
on the Open Enroliment Welcome
screen.

Open enrollment for the Medical and Dependent Care Spending Accounts will be the month of
Movember.

Thank you for selecting self-service open enrcllment

continue quit
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Employee Manager Web Sites Questions or Sugestions?

BENEFITS

Your Benefit Enrollment Welcome screen appears in a separate pop-up screen.

Please read all instructions on the
Open Enroliment Welcome Screen.

To begin the enroliment process, click
the continue button at the bottom of the
screen. The system will list your
current insurance selections and give
you an opportunity to change or keep
your existing insurances.

Once you have made your selections,
you will be directed to a Benefit
Summary screen listing your insurance
selections for your review. You will
have another opportunity to change or
keep these insurance selections on
this screen.

NOTE: You must click Keep These Benefits for your changes to take affect. You will not be
required to print a confirmation, but it is highly recommended that you keep a copy for your

records. This will be the ONLY printed confirmation you will receive regarding your
Open Enroliment benefit changes.

Remember! You can come back to make changes as often as you like during the Open

Enrollment period!



